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1. Genersl 5. Authorized Uses
2. Definition 6. TRestrictions
3. Polley 7. Procedures

k. DBespomsiblilities

1. GERERAL

This section states Agency policy, remponsibilities snd procedures for
detailing civilisn employees (staff exployees and staff agents) within the
CIA to perform duties not covered by their current ;amitim. Buployees way
be dstetled from hessquarters to|
guch dstails sre distinet from temporary duty assignments which imvolve the
perforvance of duties by en employes while in @ trmvel status which are
directly related to his regular, official position.

Bey Mi.atintmmmimmmafmmﬂtm;wm
Py status from his officisl position to snother Mt‘xan or orgenizational

uwpit, at the Brench or higher level. At the end of the detall the exployee
is veturned to his regaiar position.

3. POLICY
s Wﬂinmmm&,umm,mmfwmmmm
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requiremsnte; to alleviete unmsusl work losds or temporsry personnel

25X1A

{ shortages; or to dewelop thelr cmbiiitiu in sccordsnce with a defined

b. An erployee ray be detailed from a position in his office of assignment
to spothsr organisational unit in ordsr to perform work for which a
Mtim nes not been estsblished when (1) the employee 1s avaiting
resssignment, (2) the detail is for the purpose of alleviating & work
emargency as &sfined in this section, or {3} the detall will ensble the
exployee to secure 4nstructionsl or job training widch will increase
nis effectiveness in his curvent essignment or his capacity to assuse
other Auties and responsibilities.

b,
a. ‘The Divector of Persomel, or his dwaignee, is responsible for the general

SIRPORSIBILITIES

stminigtration of this section, 1ncluding the reviev spd gpproval of
requeyts for an erployee's detall vhen the period of the proposed dstall
plus the period of the mrployee's previcis service on detsil would
excead six wopths in s calendar yesr.
\ b. Opersting Officisle® are respomsible for the administration of this

: seution within their areas of jurisdicticn and for spproving detalls
| )

| , ‘ , e

- Sparnt ' ,mlﬁemmﬂmAMsofstnﬁMtMWu
‘e aﬁm o tae Deputy Direetor {morz}, Cuists “fy?;.fi‘i" stasrs
2 Aves T one i3 the Office of the Deputy DI > ‘
mﬁmﬁﬁm&s in the Office of the Deputy Director {Intelligence}
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axceépt those requiring the approval of the Dirsctor of Pergonnel, after

tGetermining whether or not employees requested for use as detalls

are available. In the event it becomes epperent at the time an

euployee 1s detailed, or during the period of the detail, that an er-

gsuizstional change should be effected in sonjunction with the detail,

the Operating Officlal concerned will transmit this information to

the Office of Personnel in order thet appropriate action can be taken,
e: The Director of Security will determine whether details are in accord

with security requirements.

5.
Bubject to the restrictions contained in paregraph 6 below, detalls way be
sathorized under the following conditions:

8. %Wmhmmwtmm.uswmmrgminm
orgenizstionsl unit due to a temporary shortsge of perscnnel, an ex-
eeptional volume of work, or both,

b. An employee mey be detailed when, es a result of a reorgenisation or
areation or change of & position, it is neceasery to assign the
erployee to the new or changed position, and ite duties capnot be
Mammmmﬁmoﬁﬁeum& The employee may be
detalled from his old position pending finsl determination of the
Buties and responsibilities.

e An miwu may be detalled to a position during the temporary ab-
sence of the incumbent.

3
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Ao employee may be detailed in order to securs instructional or Job
training, which will increese his effectiveness in his current assign-
ment or hie cepacity to assuue other duties and responsibilities.

An employes may be Getalled to a position of & higher grade or in a
different kind of work in oxder to determine his ability to perform

the duties and to meet the requirements assoviated with the position.
Such detalls will be confined to exployess who are otherwise fully
gualified for such sasignmente.

An eployee nay be detailed to a different orgenizstioual unit, including
wovement between field units, to perform duties and responsibilities

ereated by & speoial project or high priority program, which are
different from those of his regular position.

{1} The maximm time limitetion for an individual detall is days.

(2) If wwusuel circumstances or compelling reasons necessitate the
coatinuance of the services of a detalled employee for a period
ionger than that designated sbove, the sppropriate Operating
Official msy approve the remewsl of detail, except thet & detail
hay not be reneved for a period exceeding 120 days. In sddition,
the Operating Officiel must recommend and the Director of Personnel

k
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maet sgprove an suployee's detall whieh in coubinstion with
provicus detsils would exceed 6 months' service oo detall within
& ealender yesr.

Detalls will not be muthorirzed in the fallowing ceses:

(1) A detail will not be suthorized for the purpose of eircusventing
any statutory or regulatory reguirement irposed by or binmling

(2) A deteil will not be mede vhen a formal personnel action sbould be
used. A reasslgoment should be effected to transfer an enployee
vhei the desirved service is expected to contimue for a period in
exceEs of 120 days from the time sction is inttially teken.

(3) In cemes of dstails instituted under the provisions of paragreph
S.a. through ¢., ne enployee whose assighment is outelde an
organizational unit vill be detmiled to that unit when a qualified
porscn otsupying a position within the corponent is aveilable
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A datell for 30 days or less may be arranged informelly within an or-
smizptionel usit by the supervisors concerned and between the gress
of hurlsdiction of Operating Officials by such Officials or their

0N OF DETAILS EXCEEDING 30 DAYS
A detsil for longer than 30 days will be requested by the detailing
affice through the preparation and subnmission of s Standsxd Form 52,
Reguest for Personnel Action, to the Operating Officlal. If he
¢ the detall, he will forwmd the form to the Office of Personnel

b.

for inclusion in the employee’s 0fficlel Personnel Folder. The SF-52
¥ill be exscuted wccording to the procedure ss outlined in paragregh

¢. RESEWAL OF DETAILS
Bk reqwet for en eployee's detall which in combinstion with

preovious details of the employee would axceed six months within a
salendar year will be submitted through adninistrative channels Lo the
Birector of Personnel for spproval. The £F-52, in duplicate, will

4.
flemrlity contwrrence will be obteined by the detalling office, by
phone or through en inforual memorendum of reguest for concurrence,
prior to the novesent of an ouploayee on e proposed inter-office detail

é
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for s period under 30 days. Yor detalls in excess of 3 duys, security

cosrdination by the detailing office will be effected in sccorfance with

the procedure outlined in Appendix h,- which provifes for 25X1A

the sutmission of sn &iditional two coples of the SP-52 to the Office

of Bevurity.

CONTROL OF EMPIOYEE DURING PERICD OF DETAIL

{1) The esployee will be under the supervision of the recelving offilce
garing the period of the detall. The supervisor to whom an
eployes is detalled 1a authorised to take or recommnd disciplinary
action when vequired and to spprove requests for leave.

&
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{3) The receiving office will be respensidble for informing the detailing

affice of the time eod attendance of the detailed employve, thus
' ensbiing the latter to fulffll its responaibility for cbtaining
a3 subitting current time and attendance PEPOYLE .
{k) The detailing office will be regponsible for the receipt and proper
gelivery to the dstailed employee of his regular selary checks.

FoR THE DIRBCTOR OF CENTRAL INTE)

by Ko WEETE
Degty Direstor (Baport)
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